ACCOUNTING TECHNICIAN
GS-0525-06

I. INTRODUCTION

This pogtion islocated in the U.S. Department of Labor (DOL), Employment and Training
Adminigration (ETA). This postion provides atechnician who performs avariety of account
maintenance clerica and accounting technician support work which requires a basic understanding of
accounting systems, policies, and procedures in performing or supervising the examination, verification,
and maintenance of accounts and accounting data.

I1. MAJOR DUTIES AND RESPONSIBILITIES

The incumbent of this position provides accounting technical support services. Duties typically
performed include the following: classfying accounting transactions, verifying codes and other
information; reconciling baances, usng sandard formulas to calculate and/or verify caculaions,
assembling gppropriate forms and reports, entering data into autometed file systems; distributing
documents to gppropriate personnel; and answering routine procedural inquiries; closing accounts and
preparing reports, balance sheets and financid statements, andyzing accounting data; reviewing
documents to verify accounting data as necessary, entering dataiinto the system, and taking atria
balance; reconciling accounts, comparing account baances with related data to assure agreement;
reviewing records and source documents to identify the sources of discrepancies, and determining the
entries required to bring the account into balance; abstracting data reflecting financia condition and
operating results, and presenting this dataiin the form of statements and reports, summarizing
transactions and preparing control documents or other posting documents reflecting the entries to be
made, and examining accounts.

May maintain control accounts and subsidiary accounts and process accounting transactions for awide
variety of functionsincluding obligations, accrued expenditures, disbursements, gopropriation refunds,
reimbursable orders, earnings, collections, expenditure vouchers, cost transfers, rejected transactions,
and other accounts in connection with the generd ledger.

May receive and review purchase orders, contracts, and travel orders pertaining to claims and other
amilar documents againgt obligated funds, certifying and auditing al payments to assure compliance
with terms.

May review and verify the vdidity of requistions for supplies, services, printing, and equipment; review
and approve travel and training orders and requests for personnel actions; record overtime usage;
cdculate funds for current and cumulative manpower by using staffing reports and overtime reports.



I1l. FACTORLEVELS
Factor 1 - Knowledge Required by the Position FL 1-4 550 pts.

Knowledge of exigting accounting systems, standard accounting codes, classfications, and terminology;
an undergtanding of agency accounting policies, procedures, and requirements; and the ability to gpply
various accounting methods, forms and techniques.

In-depth or broad knowledge of abody of accounting, budget, or other financid management
regulations, practices, procedures, and policies related to the specific financia management functions.

Factor 2 - Supervisory Controls FL 2-3 275 pts.

The incumbent works under the direction of a higher-level employee who provides generd ingructions
asto objectives, priorities, and deadlines and discusses possible problem areas. The incumbent
independently plans and carries out the work, bringing controversa matters to the supervisor's
attention. Completed work isreviewed for technica soundness, gppropriateness, and conformity to
policy and requirements. The supervisor may develop a performance management plan identifying
office specific duties for the incumbent to perform.

Factor 3 - Guidelines FL 3-2 125 pts.

Guiddines consst of anumber of established procedures and specific guiddinesin the form of DOL
and ETA poalicies and procedures, Federal codes and manuals, specific related regulations, precedent
actions, and processing manuas which are readily available for doing the work and are clearly
gpplicable to most transactions. The incumbent uses some judgment and initiative to handle aspects of
the work not completely covered.

Factor 4 - Complexity FL 4-2 75 pts.

The incumbent's assigned work involves performing related procedurd tasks in processng accounting,
budget, or other financid management transactions. The incumbent makes decisons, such ashow to
sort incoming documents, locate and assemble information, and correct errors based on areview or
knowledge of smilar cases or samples, or by sdecting from among other clearly recognizable
dternatives.

Factor 5 - Scope and Effect FL 5-2 75 pts.

The purpose of the work is to apply specific rules, regulations, or procedures to perform afull range of
related accounting, budget, or financia management clerica or technica tasks, duties, and assignments
that are covered by well-defined and precise program procedures and regulations. The work affects
the adequacy and efficiency of the accounting and budget, or financiad management function and can
affect the rdiability of the work of andysts and specidigsin related functions.



Factors 6/7 - Personal Contacts/Purpose of Contacts Level 2.b. 75 pts.
Contacts are with employees both inside and outside the immediate organization, such as accountants,
adminidrative officers, budget analysts, and automated data processing personnel. Contacts are made
to plan, coordinate, or conduct assignments and to resolve problems.
Factor 8 - Physical Demands FL 8-1 5 pts.
Thework is primarily sedentary.

Factor 9 - Work Environment FL 9-1 Spts.

Thework is performed in atypica office setting. Occasiond travel by any means of government or
public transportation may be required.

TOTAL = 1185 pts.

V. UNIQUE POSITION REQUIREMENTS



